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PREFACE

The United States District Court for the Eastern District of Tennessee has implemented a new
case management/electronic case filing system (CM/ECF). The system was devel oped by the
Administrative Office of the U.S. Courts and is in use by many bankruptcy and district courts
across the county.

This system revolutionizes the way documents are filed and managed in our Court. Attorneys
are able to file documents from the comfort of their own offices or anywhere else that has
Internet access. Attorneys also can receive notice of electronically filed documents by e-mail,
instantaneously. They will be ableto view and copy documents, not only in their cases, but in
other cases as well, without having to leave their office.

We believe that you will find thisis an easy system to learn and to use. The Court’s Loca Rules
and the Court’ s Electronic Case Filing Rules and Procedures (hereinafter ECF Rules and
Procedures) govern eectronic filing. In addition, the Clerk’ s Office has devel oped this User’'s
Manual to explain in detail how to file documents electronically. It also has developed training
materias, available on our web site, and training classes, for which you may register on our web
siteat www.tned.uscourts.gov. The Clerk’s Office also has established an ECF Help Desk to
assist you with any questions you may have.

The Clerk’ s Office, Bench, and attorney advisors have worked hard to make this system easy
and convenient to use. We welcome your input on our procedures and your experience with our
system. We will continue to work together to improve the system. If you have any comments or
suggestions, please e-mail them to: ecfhelp@tned.uscourts.gov.

s/CurtisL. Callier, Chief Judge


http://www.tned.uscourts.gov
mailto:ecfhelp@tned.uscourts.gov.

INTRODUCTION

This User Manual provides procedures and instructions for using the Electronic Case Filing
(ECF) system to file documents with the Court, and to view and retrieve docket sheets and
documentsfor al civil, criminal and miscellaneous cases inthe system. The screen shotsin
this manual could appear dightly different as you electronically file your documents, due to
future enhancements or upgrades. A Filing User* should have aworking knowledge of an ECF-
compatible Web browser (e.g., Netscape) and Adobe Acrobat or equivalent software for creating
and reading Portable Document Files (PDF). For guestions regarding Netscape or Adobe
Acrobat, please refer to their instruction manuals.

All new civil, criminal and miscellaneous cases filed on or after May 17, 2004, and new
documents filed in cases pending as of May 17 will be subject to the electronic filing
requirements and procedures as set forth in E.D.TN. LR 5.2 (Filing and Service by Electronic
Means), E.D.TN. LR 7.3 (Redaction of Personal Information from Filed Documents), the
Court’s ECF Rules and Procedures, and this User’s Manual, unless exempted by the presiding
judge.

By order of the Court entered on October 22, 2004, “ All attorneys practicing in the Eastern
District of Tennessee must register as Electronic Filing Usersand filetheir pleadings
electronically through the CM/ECF system by January 10, 2005, or show the presiding
judge good causeto file and serve documentsin the traditional manner.”

1. A Filing User means an individual registered with the Court to whom the Court has issued a
login and password alowing the individual to access the Electronic Filing System for all
permitted purposes. ECF Rules and Procedures 2.3, Appendix C.
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CHAPTER |

GETTING STARTED

A. HELP DESK

Call the ECF Help Desk for telephone assistance in using ECF between the hours of 8:00 A.M.
and 4:00 P.M., Monday through Friday, at one of the following numbers:

(Chattanooga)
(Knoxville)
(Greeneville)
(Winchester)

(423) 752-5200 (fax 5205)
(865) 545-4228 (fax 4247)
(423) 639-3105 (fax 7134)
(931) 967-1444 (fax 9693)

B. ECF SYSTEM CAPABILITIES

A Filing User with a PACER account?, an ECF-compatible web browser, Adobe Acrobat or
equivalent software, and access to the Internet can use the Court’ s ECF system to perform the
following functions:

Open the Court’s web site, www.tned.uscourts.gov
View, print or download the most recent version of the ECF User Manual.
Self-train on aweb-based ECF Tutorial.

Practice entering documents into ECF using a“training” system and database.
The“training” ECF system is similar to the “live” ECF database.

Register for classroom training in ECF. Classroom training is strongly
encouraged before filing casesin the live ECF database.

Electronically file pleadings and documents in actua casesin thelive ECF
database.

View officia docket sheets and other documents associated with cases.
View reportsfor cases that were filed electronicaly.

C. REQUIREMENTS

1. Hardware and Software Requirements

The hardware and software needed to electronically file, view, and retrieve case documents
arethefollowing:

2 Seep. 1.2 for adiscussion of PACER.
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. A personal computer running a standard operating system such as Microsoft
Windows or Macintosh.

. A PDF-compatible word processing software package like Macintosh or
Windows-based version of WordPerfect and Word.
. Adobe Acrobat software (reader & writer), or other software capable of

converting documents from aword processor format to the portable document
format (PDF). (Adobe Acrobat Publisher isincluded in WordPerfect's Versions 9
and 10. However, the PDF filesit creates are very large and we do not

recommend using it for converting documents to PDF.)

. An Internet provider using point to point protocol (PPP). We do not recommend
aparticular provider, but we do recommend an access speed of 56K or faster.

. A compatible Internet browser. The system is compatible with Netscape and
Internet Explorer.

NOTE: Internet Explorer can be downloaded free of charge at

www.micr osoft.com. Netscape can be downloaded free of charge at
WWW.netscape.com.

. A scanner to convert paper documents that are not in aword processing format to
digital format for electronic filing in the Court’ s ECF system (e.g., medical
records filed as exhibits). Use ascanner ONLY if you cannot electronically
prepare your documents with aword processing software package and convert
them to PDF format. When scanning documents for ECF, scan at a resolution of
200 to 240 dpi. Scanning at resolutions greater than 240 dpi tends to clutter the
electronic transfer with unwanted markings and print. All documents should be
scanned with a* black and white” setting unless the exhibit isin color.

PACER (Public Access to Court Electronic Records) Account

Filing users must have a PACER account to use the Query and Report features of the
ECF system and to access the ECF system. The Judicial Conference of the United States
has the authority to impose user fees for electronic access to case information. Effective
January 1, 2005, the fee was set at 8 cents per page. All registered PACER users will be
assessed a charge of 8 cents per page (generally defined as 54 lines of data) upto a
maximum of $2.40 (or the equivaent of 30 pages) for e ectronic access to any single
document. When charges are accrued, a transaction receipt will appear before the
document may be viewed. Thisreceipt will indicate the date and time of the transaction,
the type or description of the transaction, the number of pages billed and the cost for that
particular transaction. The user may click the [View document] button to proceed, or

use the browser’s “Back” button to cancel the request.

The PACER Service Center sends quarterly statements to account holders. For any
balance less than $10, payment will be deferred until the next quarter. For more
information regarding billing and payment requirements and to obtain a PACER account,
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you may contact the PACER Service Center by calling (800) 676-6856 or (210) 301-
6440 or by visiting the PACER registration page at www.pacer.uscourts.gov. A link to
PACER’s siteis provided on the Court’sweb site. Thereisno feeto register for a
PACER account. It normally takes about a week to receive alogin and password, but the
process can be expedited by registering on-line.

NOTE: TheFiling User and al other individuals the Filing User has designated to
receive e-mail notification of electronic filings are permitted one “free look” at the
document by clicking on the associated hyperlinked document number embedded in the
Notice of Electronic Filing. (Seep. 6:12 of this Manual for discussion of Notice of
Electronic Filing.) The hyperlink to access the document will expire after the earlier of
these two events: the first use or 15 days. Any time that same hyperlink is accessed after
it has expired, the user will be asked for a PACER login and will be charged to view the
document. Viewing attachments and subsequent retrieval of the case docket sheet or
document from ECF must be made through your PACER account and is subject to
regular PACER fees.

In addition to handling registration and billing for PACER, the PACER Service Center
provides assistance ranging from general information about CM/ECF to complex
technical set up inquiriesincluding:

. troubl eshooting connection issues
. browser issues

. installing and using Adobe Acrobat
. navigating CM/ECF sites

Questions involving CM/ECF passwords, procedural issues and filing problems such as
filing adocument in the wrong case cannot be handled by the PACER Service Center and
must be addressed to the local court.

ECF Account

Participants will need to register with the Court to receive alogin and password for the
ECF system. Theregistration form ison our Court’s web site at www.tned.uscourt.gov
and as Appendix D to thisManual. Y ou also can obtain a copy at the Clerk’s Office.

Classroom training provided by the Court is strongly encour aged before you file
documentsin the live ECF database. The registration form for an ECF login and
password requires you to certify that you will read the ECF Rules and Procedures and
thisUser’'sManual. The completed and signed registration form must be delivered to
the Clerk’ s Office at one of the following locations:
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CHATTANOOGA

Joel W. Solomon Federal Building & U.S. Courthouse
900 Georgia Avenue, Room 309

Chattanooga, TN 37402

GREENEVILLE

James H. Quillen U.S. Courthouse
220 West Depot Street

Suite 200

Greeneville, TN 37743

KNOXVILLE

Howard H. Baker Jr. U.S. Courthouse
800 Market Street, Suite 130
Knoxville, TN 37902

WINCHESTER
200 South Jefferson Street

Room 201, U.S. Courthouse
Winchester, TN 37389

ECF Login and Password

Once registration is completed, the Court will e-mail Filing Userstheir login and
password. The e-mail will be sent to the e-mail address submitted on the
registration form. When you receive your login and password, you should log
into the system to ensure that they work. Thelogin and password are case-
sensitive so you must type them exactly as they appear in the e-mail. If you are
unable to log into the system, you should contact the ECF Help Desk at one of the
numbers listed on page 1:1.

Registration as an electronic filing user constitutes consent to electronic service of
all documents, as provided herein, and in E.D.TN. LR 5.2, Fed. R. Civ. P. 5(b)-
(e), Fed.R. Crim. P. 49 (b)-(d ) and by any applicable rule of procedure. This
consent is applicable to all cases, present and future, where the user is counsel of
record.

Use of the login and password issued to aFiling User to electronically file a
document shall serve as the Filing User’s signature on that document for all
purposes, including those of the Federal Rules of Civil and Criminal Procedures,
the Court’s Local Rules and the Court’s ECF Rules and Procedures.

Filing Users agree to protect the security of their password. No Filing User may
knowingly permit a Filing User’ s login and password to be used by anyone other
than an authorized agent of the Filing User. (See ECF Rules and Procedures, 15,
Appendix C.) Intheevent an attorney believes that the security of an existing
password has been compromised and that athreat to the Electronic Filing System
exists, the attorney must give immediate notice by telephone to the ECF Help
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Desk and confirm by facsimile in order to prevent access to the Electronic Filing
System by use of that password.

For more information about registration and passwords. (See ECF Rules and
Procedures 155, Appendix C.)

b. Changing Y our Password. Your initial password is computer-generated. Once
you receive your login and password you can change your password to one which
is easy for you to remember. To change your password, you must use the
Utilities Featur e of the ECF system. Thisfeature and the process to change your
password are described in detail at pages 9:1-9:4 of thisManual. DO NOT
CHANGE YOUR LOGIN.

C. Forgetting Y our Password. If you forget your password, contact the Help Desk at
one of the numbers listed on page 1:1 to have anew password issued. Y ou will
be asked for your Board of Professional Responsibility (BPR) number to verify
your identity. Y ou must personally make the call. Passwords will not be reissued
at the request of others calling on your behalf. DO NOT SUBMIT ANOTHER
REGISTRATION FORM.

ECF Accounts and PACER Accounts Are Different

An ECF account allows you to file documents electronically and provides you with e-
mail notification of docket activity in casesin which you are counsel of record and in
other cases in which you are not counsel of record when you sign up for electronic
notification (See discussion of Utilities Feature at pages 9:1-9:4 of thisManual). It
allows you to view docket sheets and court documents through the one time link in the
Notification of Electronic Filing (See discussion of Notification of Electronic Filing at
page 6:14-6:15 of thisManual.) Only members of the bar of this Court, or those
appearing pro hac vice, or pro sefilers with permission of the Court, can be assigned an
ECF account.

A PACER account alows you to view docket sheets and documents which have been
filed electronically. You cannot file any documents using a PACER Account. Anyone
can sign up for a PACER account.

If you click on the [Query Feature] or [Report Featur €] while working in ECF (See
discussion at pages 7:1-8:2 of this Manual), the system will prompt you for your PACER
login and password. If you choose “Make this my default PACER login,” the system
will link your PACER account information to your ECF login and password. Thereafter,
you will not be required to enter your PACER information while you are working in
ECF.
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Procedural Rules

The Filing User must be familiar with the Local Rules of this Court, in particular
E.D.TN.LR5.2, ED.TN. LR 5.3, E.D.TN. LR 7.3, the ECF Rules and Procedures, and
this User’'sManual, and In Re: Electronic Case Filing, E.D.TN. standing order, entered
10-22-04. The Filing User should be aware that the Local Rules, as amended, apply to

all filings. Electronic filing has not changed the applicability of the Local Rules. ECF
may calculate the time for responses to pleadings and motions. If a different deadlineis
provided by law, regulation, court order, local rules or agreement, the law governs.

Effect on Time Computation

Electronic service under E.D.TN. LR 5.2 is complete upon transmission and is equivalent
to service by mail within the meaning of Fed. R. Civ. P. 6(e). Therefore, the additional
three daysto do an act or take a proceeding after service of a document by mail applies
when service is made electronically.

Discovery

Pursuant to Fed. R. Civ. P. 5(d), neither depositions, interrogatories, requests for
production of documents and requests for admissions nor responses thereto shall be filed,
except by order of the Court. Further, these documents cannot be sent to opposing
counsel viathe Court’s electronic filing system. The electronic filing system isto be
used only for the purpose of filing documentsin acase. However, with consent, parties
may serve these documents upon one another electronically through e-mail. (See Fed. R.
Civ.P.5)

Training

a Case Filing Tutorials are provided on the Court’ s web site at
www.thed.uscour ts.gov.

b. Training classes are held at the courthouses in Chattanooga, Knoxville and
Greeneville. Thetraining is conducted by the Clerk’ s Office staff. Y ou may
obtain the training schedule by visiting the Court’ s web site at
www.tned.uscourts.gov or by caling the Clerk’s Office;

C. ECF Training Database - A training database is provided on the Court’ sweb site
at www.tned.uscourts.gov.
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CHAPTERII

PREPARATION

A.

SETTING UP THE ADOBE ACROBAT PDF READER

A Filing User must install Adobe’s Acrobat Reader software in order to view documents that
have been electronically filed on the system. All documents must be filed in PDF format. When
installing this product, please review and follow Adobe' s directions to utilize Acrobat Reader
after installation. Adobe provides a PDF Reader free of charge on its web site that works for
viewing PDF documents. However, in order to create and subsequently file PDF documents,

you will need Adobe Acrobat Standard or similar conversion program. WordPerfect version 9
or higher can be used to convert documentsto PDF. However, the PDF files they create are very
large and we do not recommend their use for converting documentsto PDF. All new documents
prepared for ECF cases must be converted to PDF before entering them into ECF or transmitting
them to the Court.

PORTABLE DOCUMENT FORMAT (PDF)

Only documents in PDF format may be filed with the Court using its ECF System. Before
sending the file to the Court, users should preview the actual PDF document to ensureit is
complete and in the proper format.

There are two types of PDF documents - electronically converted PDF documents and scanned
image PDF documents. Electronically converted PDF documents are created from word
processing documents (MS Word, WordPerfect, etc.) using Adobe Acrobat or similar software.
They are text searchable and their sizeis small. Scanned image PDF documents are created
from paper documents run through an optical scanner. Scanned image PDF s are not searchable
and have alargefile size.

1. Viewing aPDF File

. Open Adobe Acrobat.

. Select [File] on the menu bar and choose [Open] from the drop-down
window.

. Click on the location and file name of the PDF document you wish to
view.

. Acrobat loads the file and displaysit on your screen. Verify itisthe
document you wish to send.

. If the displayed document is larger than the screen or contains more than

one page, use the scroll bars and buttons to move about within the document.
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. Click on the [View] menu to select other options for viewing the document.
Choose the option that best suits your viewing needs.

Converting Electronic Documents to PDF Format

Y ou must convert all of your documents to PDF format before submitting them to the
Court’s system, unless exempted by Order, the ECF Rules and Procedures, or thisUser’s
Manual. As discussed above, the conversion process requires special software such as
Adobe Acrobat Standard, FinePrint pdf Factory or WordPerfect version 9 or higher,
which have built-in PDF conversion capabilities. Conversion steps for different word
processing applications are described below:

a Preferred Method - for most word processing programs
. Open the document to be converted.
. Select the Print option and select the option to change the selected printer.

A drop-down menu with alist of printer choicesis displayed.
. Select your PDF Writer.

. “Print” thefile. The file should not actually print out; instead the option
to savethefile asa PDF format file appears.

. Name thefile, giving the extension PDF.

. Accept the option and the file is converted to a PDF document.

Thefileis now in PDF format under the newly designated name, and the origina
document remainsin its original form under the original name.

b. WordPerfect Version 9 or above

. Use above method, or,

. Open the document to be converted.

. Click on [File] menu and select, [Publish to PDF].
. Savethefile asa PDF file, giving the extension PDF.

Thefileisnow in PDF format under the newly designated name, and the original
document remainsin its original form under the original name. We do not
recommend using thismethod asthe PDF file created islarger than that
created using PDF writer software (See paragraph “a” above.).

C. Microsoft Word Version 95, 97, or 2000

. Open the document to be converted.

2:2



. Click on the [File] menu and select, [Create PDF].
. Savethefile asa PDF file, giving it a PDF extension.

Thefileis now in PDF format under the newly designated name, and the origina
document remainsin its original form under the original name.

Microsoft Word Office XP

. Open the document to be converted.
. Click on the [Create Adobe PDF] button on the toolbar.
. Savethefile asaPDFfile, giving it a PDF extension.

Thefileisnow in PDF format under the newly designated name, and the original
document remainsin its original form under the original name.

NOTE: We strongly suggest you choose a descriptive name for the PDF
document that includes the case number, the title of the pleading,
and the date of the document. Be sure to use the extension PDF.
For more help in naming and organizing files, See
http://pacer.psc.uscourts.gov/ecfcbt/dc/filemgtl/ and
http://pacer.psc.uscourts.gov/ecfcbt/dc/filemgt2/
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CHAPTER 111

BASICS

A. USER INTERACTIONS

A user normally interacts with the Electronic Case Filing (ECF) system in three ways.

1. Entering information in datafields.
2. Mouse-clicking on hyperlinks.
3. Using command buttons to direct system activities.

B. CONVENTIONSUSED IN THISMANUAL

. Hyperlinks are displayed as blue underlined boldface type (when viewed on screen or
printed in color).
. Command buttons appear in [bracketed boldface type].

C. DOCUMENTSFILED IN ERROR
A document incorrectly filed in a case may result from: (a) posting the wrong PDF fileto a
docket entry; (b) selecting the wrong document type from the menu; or (c) entering the wrong
case number and not discovering the error before compl eting the transaction.

For assistance, telephone the ECF Help Desk at one of the following:

(Chattanooga) (423) 752-5200
(Knoxville) (865) 545-4228
(Greeneville) (423) 639-3105
(Winchester) (931) 967-1444

Y ou will need to provide the case number and document number for the document in question. If
appropriate, the Clerk’ s Office will make an entry indicating that the document was filed in
error. 'Y ou may be advised that you need to refile the document or petition the Court for other
appropriate relief. The ECF system does not permit you to make changes to the misfiled
document or incorrect docket entry after the transaction has been accepted.
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VIEWING TRANSACTION LOG

Thisfeature, selected from the Utilities feature of the ECF system, allows you to review all the
transactions ECF has processed with your login and password. (See page 9:1-9:4 of this Manual
for adetailed discussion of the Utilities feature.) If you believe or suspect someoneis using your
login and password without your permission, change your password immediately, then telephone
the ECF Help Desk, and confirm with a faxed message.

USER MANUAL

Y ou can view or download the most recent version of this Manual (in PDF format) from the
Court’sweb site. Enter www.tned.uscourts.gov in your browser’slocation field; and when the
Court’ sweb site opens, click on the[Race Into The Future] logo.

NOTE: The ECF User Manual is best viewed using Adobe Acrobat Reader Version 5.0
or higher. Users can download afree copy of Acrobat Reader from Adobe's
web site at www.adobe.com.

TECHNICAL FAILURES

A Filing user whose filing is made untimely as the result of atechnical failure may seek
appropriate relief from the Court. (See ECF Rules and Procedures, at 6, Appendix C.) If
necessary, you may bring the document to the courthouse in PDF format on an appropriately
labeled disk or CD-ROM.
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CHAPTER IV

A STEP-BY-STEP GUIDE

Below is a step-by-step guide for entering the system, preparing a document for filing, filing a motion or
application, and displaying a docket sheet.

A. HOW TO ACCESS THE SYSTEM

Users can enter the system by going to the Court’ s web site at www.thed.uscourts.gov and
clicking on the hyperlink. (See Figure 1.)

"CM/ ECF

Electronic Case Files

Figurel

After clicking on the hyperlink, a new screen opens providing the user with information about
ECF, such asthis User Guide, the Court’s Rules, Policies and Procedures and various training
options. From the Electronic Case Filing screen, select [Begin Electronic Case Filing] (shown
in Figure 2) to enter the live ECF system.

23 CM/ECF - Eastern District of Tennessee - Microsoft Tnternet Explorer e =i I Il |
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Links &]vshoo! &Jusenct @] coogle E]CMN E[NSTRA E]Radar £]TWRA &]comwal &]Bble &]noi0 &) victorians &]Weather &) Topln
Address [&] http: {156,125, 44.219/cmeck findexc.htm Rl [

\M Eastern District of Tennessee
Login Training
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s About Electronic Case Filing Registration Deadline
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After you have selected [Begin Electronic Case Filing], the ECF Welcome screen appears as
depicted in Figure 3.

Alternatively, Filing Users may enter the ECF system directly by typing the following URL into
the location field of their ECF-compatible web browser: http://ecf.tned.uscourts.gov.

This URL connects you directly to the Court’ s ECF screen depicted in Figure 3. Point and click on
the [District Version 1 Live System] hyperlink to open the login screen and log into ECF.

'3 U.5. District Court [Live Database] - Microsoft Internet E xplorer

File Edit Miew Favortes Toolz Help |-
« .+ © O A @ @ ?® 3 B 5 = = o

Back FmAar Stop Refresh Home Seach  Fawoites  Media Histary il Print Edit Discuss  Dell Home

Address I@ https: /et tned uscourts. gov/! j o | Lirks »! & -

=

Welcome to the District CM/ECF Live Area

District Version 1 Live System.

3 October 1998

Figure3
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HOW TOLOG IN

To log into the system, you must have alogin and password. Instructions for obtaining alogin
and password are on pages 1:3. If you have not received e-mail notification from the Clerk’s

Office of alogin and password, you are not yet officially registered in ECF. Please contact the
ECF Help Linefor assistance. (p. 1:1).

Figure 4 depicts the login screen.

Address l@ hitps:/#ecf tned.uzcaurts.gov/cgi-binlogin. pl

ECF/PACER Login

Notice
This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and
subject to prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged

Instructions

Enter your ECF login and password for electronic filing capabilities. If you do not need filing
capahilities, enter your PACER login and passward. If you do not have a PACER login, contact the
PACER Serwvice Center to establish an account. You may register online at
http:pacer.pec.uscourts gov or call the PACER Sewice Center at (800) 6B76-6356 or (210) 301-6440.

An access fee of .07 per page, as approved by the Judicial Conference of the United States at its
Septernber 1998 session, will be assessed for access to this sewvice. All inguiries will be charged to
your PACER account. If you do not need filing capabilities, enter your PACER login and password. The
Client code is provided to the PACER user as a means of tracking transactions by client. This code
can be up to thity two alphanumeric characters long

Authentication

Login: iaﬂnmey:
Password !W

client code iAC

Login Clear

CM/ECE has been fested and works correctly with Nefscape £.6x and 4.7x. and fernef Explorer 5.5

Figure4

Enter your ECF login name and user password in the appropriate data entry fields. All ECF
login names and passwords are case-sensitive so you must type them exactly as they appear in
the e-mail from the Clerk’ s Office. The client code field is provided so that when using PACER,
attorneys may track usage by client for billing purposes.

NOTE: Use your ECF login and password if you are entering the systemto filea
document or to maintain your account. If you only wish to enter ECF to query
the database for case information or to view adocument, enter your PACER
login and password. Asdiscussed on page 1:2-1:3, thereis a charge of 8 cents
per page for viewing, printing and/or downloading case dockets and documents.

The maximum amount you will be charged is $2.40 or 30 pages viewed, printed
or downloaded.
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Verify that you have entered your ECF login and password correctly. If not, click on the [Clear]
button to erase the login and password entries and re-enter the correct information. After you
enter the correct login and password, click on the [L ogin] button to transmit your user
information to the ECF system.
. If the ECF system does not recognize your login and password, it will display
the following error message on the screen:
Login failed - either your login name or key isincorrect.

. Click on the browser [Back] button and re-enter your correct login and password.

After ECF accepts your login and password, your monitor will display the Main ECF screen with
ablue functional selection menu bar at the top. (See Figure5.)

j @ ho | Links

&
: . Criminal . - Reports . Utilities . Logout

i_Agdress {€] https. //ect ned uscourts.gov/egibin/login pl7378882033081055-L_711_01 2gs -

T.S. District Court (Live Datahase)
Eastern District of Tennessee

Official Cowt Electronic Document Filing System

This message is contained in the file OperationMotice Juomn.
You may used this file to alert users to current CM/ECF operational issues.

This facilify 15 jor Qficial Court Business only. Astivity fo and from this site is logged. Document filings on fiis system ave subject fo Federal Rule of Civil Frocedure 11, Bvidence of
mautharized or eriminal acfivity will be forwarded fo the appropriafe law enforcement afficials

iWelcome fo the UL Disfrict Court (Live Dafabase) for the Eastern District of Tennessee Electronic Document Filing System. This page is for the use by afforneys and firms parficipating
n fhe electronic filing spstem. The most recenf version of the Nefscape browser cmd the Adobe PDF reader can be obfained by selecting the Nefscape/FDF Seffings opfion listed below.

You showld become familiar with the navigational capabilifies of pour Netscape broswer. Most screen displays in this spstem are split to provide a small top frame for Netseape. Review
etseape s frame capability for new navigation fips.

-

Figure5

NOTE: The date and time you last logged into the system appears at the bottom-|eft
corner of thisscreen. You should review this information each time you log in.
If you believe the date and time of your last log in are not correct, or you suspect
an unauthorized party is using your login and password, telephone the ECF Help
Desk (p. 1:1) with thisinformation as soon as possible, and confirm with afaxed

message.
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SELECTING ECF FEATURES

ECF provides the following features that are accessible from the blue menu bar at the top of the
opening screen.

Civil - Select [Civil] to eectronically file all civil and miscellaneous case pleadings,
motions, and other court documents. If filing in a miscellaneous case be sure to
select “mc” asthe case type.

Criminal -  Select [Criminal] to electronically file all criminal case pleadings, motions, and
other criminal court documents.

Query - [Query] ECF by specific case number or party name to retrieve information and
documents that are relevant to the case. Y ou must log into PACER before you
can query ECF.

Reports- Choose [Reports] to retrieve cases-filed reports and docket sheets. Y ou must log
into PACER before you can view an ECF report.

Utilities - View your personal ECF transaction Iog and maintain personal ECF account
information in the [Utilities] area of ECF

L ogout - Provides the means to gracefully exit from ECF, and prevents further filing with
your password until the next time you log in.
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CHAPTER YV

GENERAL RULESAND MANIPULATIONS

Filing Userswill use the Civil events feature of ECF to eectronically file and docket with the Court a
variety of pleadings, motions, and other documents for civil cases. Filing Userswill use the criminal
events feature to file and docket with the Court avariety of pleadings, motions and other documents for
criminal cases.

A. MANIPULATIONS

1 Manipulating the Screens
Each event screen has two buttons:

» [Clear] button clears all characters entered in the box(es) on that screen.
» [Next] or [Submit] accepts the entry just made and displays the next entry screen, if
any.

2. Correcting a Mistake

Fie Edit Wiew Favoites Tooks Help i

.+ @ B dla @ 9 I D @

Back Fariyand Stop FRefresh Hame: Search  Favortes  Media Higtary il Prirt k| Dizgcuzz  Dell Home

Address !@ https://eck thed.uscourts. gov/egi-binogin, pl 7978882033081 056-L_311_04 j @ Go | Lirks ”i ) -

Use the [Back] button on the browser toolbar to go back and correct an entry made on a
previous screen. However, once the document is transmitted to the Court, only the Court
can make changes or corrections. Y ou may use the [Back] button of your browser to
correct data entry until you see the “ Attention” warning message. Once you click on the
next button after seeing this message you will have no further opportunity to go
back and correct any mistakes.

B. GENERAL RULES

1. Signatures;, Unsworn and Sworn Documents

a Attorney signature. The Filing User log in and password required to submit
documents to the ECF system shall serve as that Filing User’s signature for
purposes of Fed. R. Civ. P. 11 and for all other purposes under the Federal Rules
of Civil Procedure and the Local Rules of this Court. All electronicaly filed
documents must include an “s/” followed by the typed name of the attorney, e.g.,
“g/Jane Doe.” All electronicaly filed documents shall set forth the attorney’s
address, telephone number, and BPR number. (See ECF Rules and Procedures
16, Appendix C.)
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b. Multiple signatures. To file documents containing the signature of more than one
person, the Filing User shall: (1) File a scanned image of the document containing
all necessary signatures; or (2) file the document without the requisite signatories
but with arepresentation by the Filing User that all signatories have consented to
the filing of the document; or (3) file the document in any other manner approved
by the Court. (See ECF Rules and Procedures, 16, Appendix C.)

C. Unsworn declaration. Documents which must contain original signatures which
require either verification or an unswor n declaration under any rule or statute,
shall befiled electronically with originally executed copies maintained by the
filer. The Filing User who files the document shall retain the document for one
year after all time periods for appeal expire. (See ECF Rules and Procedures 16-
7, Appendix C.)

d. Sworn documents. (e.g., affidavits, notarized documents, etc.) Documents
bearing original signatures or notaria seals shall befiled by electronically filing a
scanned document containing all necessary signatures. The Filing User who files
the document shall retain the original of the document until one year after al time
periods for appeal expire. (See ECF Rules and Procedures §/6-7, Appendix C.)

e Objections to Authenticity. A party who disputes the authenticity of an
electronically filed document containing multiple signatures or third party
signatures must file an objection to the document within ten days of the date on
the Notice of Electronic Filing. (See ECF Rules and Procedures 96,

Appendix C.)

Filing Initiating Documents (e.g., complaint, indictment, notice of removal)

Complaints, including civil cover sheets, shall be filed, fees paid, and summons issued
and served in the traditional manner on paper rather than electronically. Notices of
Removal must be filed on paper in the traditional manner. Charging documentsin
criminal cases (e.g., criminal complaints, indictments, informations) also shall befiledin
the traditional manner on paper. When filing such initiating documents, the Filing User
also must submit adisk or CD-ROM containing the documents in PDF format. (See ECF
Rules and Procedures 114.3, 4.4, 4.5, Appendix C.)

The disk/CD-ROM must be labeled as follows: (1) The name of the filing party, (2) the
type of document(s) being filed (i.e., complaint); and (3) the number of documents
contained on the disk/CD-ROM. If attachments are filed, they must be separate PDF
documents. All documents may be included on one disk or CD-ROM.

The Clerk’s Office will open the case and electronically file the complaint or other
initiating document and any other documents submitted. Y ou will be electronically
notified of thefiling of the complaint. The notification will include your case number.
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The Clerk’ s Office will issue the summonses. The paper summonses will be returned to
you for service or, if appropriate, sent to the U.S. Marshal for service. Y ou must serve
the summons as provided in Fed. R. Civ. P. 4. Summonses cannot be served
electronically. ECF Rules and Procedure, Y11. When you serve the summons and
complaint, you should print the PDF version and serve it so that the line numbers and
other formatting match the official, electronically-filed version of the document.

Return of Service

Returns of service are to befiled electronically. The Filing User should maintain the
original paper version until one year after the period for al appeals expires. (See ECF
Rules and Procedures 7, Appendix C.)

Sealed Documents

Documents ordered to be placed under seal shall be filed in paper form, unless otherwise
specified by the Court. Thefiling attorney shall submit the paper document with adisk
or CD-ROM, appropriately labeled, containing the document in PDF format. The motion
to file the document may be filed electronically. (See ECF Rules and Procedures Y12,
Appendix C.)

Privacy

To address the privacy concerns created by Internet access to court documents, unless
otherwise ordered by the Court, the filing attorney shall modify certain personal data
identifiersin pleadings and other papers as follows:

Social security numbers: Use last four digits.
Names of minor children: Use initials.

Dates of birth: Use year of birth.

Financial account numbers. Uselast four digits.
Home Address: Use city and state only.

® 20 T

The responsibility for redacting these personal identifiers rests solely with counsel and
the parties. The Clerk will not review filed documents to assure compliance with the
rule. An unredacted document can be filed under seal upon order of the Court. (See
E.D.TN. LR 7.3, Appendix B.)
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Ex Parte Communications

Ex parte communications cannot be filed in ECF because of the electronic notification
feature. (Seediscussion at p. 6:14-6:15.) The attorney who wants to make an ex parte
communication should contact the judge’ s chambers or visit the Judicial Preference
section on the Court’ sweb site, at www.tned.uscourts.gov for instructions on how the
judge prefers to handle ex parte communications.
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CHAPTER VI

FILING DOCUMENTSIN ECF

A.

TWELVE BASIC STEPS

There are twelve steps to file documents electronically:

=

Select the Case Type from the blue menu bar at the top of your screen (Civil or
Criminal);

Select the type of document to file (e.g., answer, motion, etc.);
Enter the case number in which the document isto be filed;

Select the Defendant (in criminal filings only);

Select the parties for whom the pleading or document is being filed;
Associate attorney and party;

Select the PDF document to befiled;

Add attachments, if any, to the document being filed;

Modify docket text as necessary;

Submit the document to ECF;

Retain Notification of Electronic Filing (NEF);

Mail paper copies of document and NEF to any non-registered party.

©ooNo O WDN

e e
N = O

For purposes of describing the Electronic Filing process and the ECF screens, this section of the
User Manual describes the process for filing a Civil Motion in ECF. The processis similar for
filing other pleadings/documents in ECF.

1. Select the Case Type

Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your filing.
(See Figure 6 on next page.)
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2. Select the Type of Document to File

Click on [Motions] under [Motions and Related Filings]. (See Figure 6.)

Address ig‘-,j htpsfjecf. tned. drce. denycgi-binglogin, pl7256159138932397-L_238_0-1 Ll @ Go |‘ﬁ: N

Links (] &th Gircuit & DescendingDocket ] USCAS DEW P AC.ER, ] USDCETN - Internal & USDCETN - Public &) 3-Net Home & Google

Criminal + Query + Reports + Utilities . Logout
Civil Events
I
Initial Pleadings and Service Other Filings
Ceomplaints and Other Initiating Deocuments  ADE Documents
Service of Process Duscovery Documents
Angwers to Complaints Motices
Other Answers Tnal Documents
Appeal Documents
Motions and Related Filings Other Documents
Wotions

Filings it Support of Motion
Responses and Eeplies

Figure 6

The M otions screen appears and displays a motion selection field with a scroll bar next
toit. (SeeFigure 7.) Scroll through the menu until you find the type of motion or
application you wish to file. (If thetype of motion you arefiling isnot listed, use
Motion for Miscellaneous Relief.) For demonstration purposes, highlight Preliminary
Injunction and click on [Next].

_v_! @ Go | Links ”:'@ -

Address !@ https: /leck thed uscourts. gov//cgi-bindlagin. pl P97E8E2033081055-L_311_0-1

>l
Criminal . Query . Reports . Utilities . Logout ?

Motions

Miscellaneous Relief =]
Iore Definite Statement

Iew Trial

Order of Sale

Partial Summary Judgment =
Fermanent Injunction
Preliminary Injunction

Froceed In Forma Pauperis =l
Figure7
NOTE: To select more than one motion, press and hold down the CTRL key, and

click on each of the desired multiple forms of relief. (Note: Not available
in criminal.) Also, when navigating the Civil and Criminal Menu
screens, you can highlight any event then type the first letter of the event
you are looking for. Thiswill move you to those events in the menu
beginning with the same letter.

A Filing User who wishesto file a document other than acivil motion or
application should make the appropriate selection from the Civil or
Criminal Events menu. The process for other filingsisvery similar to
what has been described in this manual for filing a motion.
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Enter the Case Number in which the Document isto be Filed

A new Motions screen opens with a Case Number field. Enter the number of the case for
which you are filing a motion, then click the [Next] button. If the number is entered
incorrectly, click the [Clear] button to re-enter the case number, then click the [Next]
button. (See Figure 8.)

e e e e N - | . 1|
Criminal . Query . Reports . Utilities . Logout 6_"

Motions

Case Number

99100 9912345, 1:99 012345, 1.99 012345, 99cv1 2345, or 1:09cv1 2345

MNext Clear

Figure8
NOTE: ECF defaults to the last case in which you worked. Ensurethe proper

case number isentered in thisfield to avoid filing your document in
thewrong case.

The case number can be entered in two different formats:

a) If the entire case number is known, it may be entered in the format:
<office>:<case year>-<case type>-<case humber> (i.e., 3:03-CV-33).

Office: 1 = Chattanooga
2 = Greeneville
3 =Knoxville
4 = Winchester

Case Type:  cv =civil cases
mc = miscellaneous cases
cr = criminal cases
mj = magistrate cases
po = petty offense cases

b) Y ou also can simply enter the case year-case number (i.e., 03-33). The system
may identify more than one case with that number. Select the appropriate case by
clicking on the box next to the case number.

If you submit a case number that is formatted incorrectly, ECF will prompt an
error message advising you of the correct format for entering the case number.
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Click [OK] to acknowledge and close the error message. Click the [Clear]
button on the screen and re-enter the case number in the correct format. Click on
the [Next] button.

4. Select the Defendant (criminal cases only)

Very Important. If thereis more than one defendant in acriminal case, the system will
display a Select Defendant screen. Select the defendant for whom the motion applies.

5. Select the party for whom the document is being filed by pointing and clicking on the
name of the party. If you represent more than one defendant or plaintiff, hold down the
CTRL KEY while pointing and clicking on each party you represent. Then click on the
[Next] button. (See Figure 9.)

Addrzss | €] hitps:ect tned uscoutts.gov/caibindlagin 7978852033081 056-L_311_0-1 =]l @e | Links > & - |

Criminal . Query . Reports . Utilities . Logout ? ™

[3:99-pw-00100 Benson v, Ilills, et sl CASE CLOSED on 02/23/1999

Select the filer.
Select the Party:
Benson, Rickey [Flaintif] | AddiCreats New Pert

ills, David [Defendant]
Fussell, James - [Defendant]
Saunders, L [Defendant]
Shannan, Jeff [Defendant]
‘Williams, Gail [Defendant]
Worthington, James [Defendant]

M Clear |

Figure9
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NOTE: In rare cases you many need to add a party to the ECF system. If the party you
represent is not listed in the “ Select a Party” screen, click on [Add/Create New
Party]. The screen depicted below will appear.

Utilities . Logout

Utility Events
3:99-cv-00100 Benson v. Mills, ot al CASE CLOSED on 02/23/1999

Search for aparty

Last'Business name I|
Seatch | Clearl

End party selection |

Figure 9A

Y ou must perform a search to see if your party is aready entered on the ECF
system. Typethefirst few letters of the party’ s last name for an individual, or the
first few letters of the company name. Click [Search].

If amatch isfound, ECF will display alist of party names. If the name of the
party you represent appearsin thelist, click on it and then click [Select name
from list]. Review the party information and select the party’ srole in thisfiling.
Click [Submit].

If amatch isnot found or your party does not appear in thelist, click [Create
New Party].
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']- : Civil Criminal . Query . Reports . Utilities . Logout ?
[Party Information
Lastmame [Sweat First name |
Middle wame [ Generation | Title |
Role [Defendant (dftpty) =l Prose [rno 7
Prisoner@ [ Office |
it | Address 1 |
Address 2 | Address 3 |
[ sie [ om[
oy [ & Cownny [
Phome [ Fax|[
E-mail |
Party text |
Strtdate  [4172004
Attormey... I Alias... | Feview... If&dﬁg:ﬁ:mﬁﬁ;}fjesbefm
Submit | Cancel I Clear |
Figure 9B
. For a company, enter the entire company name in the Last Namefield. Choose
the appropriate Role from the drop-down list. Click [Submit].
. For an individual, fill out the Last Name, First Name, Middle Name,

Generation and Titlefields as appropriate. Choose the appropriate Role from
the drop-down list. Click [Submit].

. Leave all other fields blank.
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6. Associate attorney and party. If thisisyour first filing in a case on ECF, you will need to
make an attorney/party association. To do so, click once on the attorney/party
association with the party you represent.

7. Select the PDF Document to be Filed. NOTE: If you fail to select a document, the
system will give you awarning: “Y ou have not selected a document.”

ECF displays afield for locating and entering the PDF file of the document you are
filing. (SeeFigure 10.)

| Addess [&) hitps: /eck thed uscourts. gov/cgr-bin/login pl?978852033081056-L_311_01 x| @ae \ Links ”iﬁi - |

2l
Criminal . Query . Reports . utilities . Logout o_

Motions
3:99-cv-00100 Benson v. Mills, et al CASE CLOSED on 02/23/1999

Helect the pdf document (for example: CM99cv301-21pdf).

Filename
Browse... l

\Attachments to Document: & Ho © Ves

.r:lfi! Clear

Figure 10

NOTE: It isimperative that you attach an electronic copy of the actual motion
when prompted by the system. All documents that you intend to filein
ECF MUST bein PDF format. Otherwise, ECF will not accept the
document and Filing Users will be unable to retrieve and read your
document from within ECF.

. Click on the [Browse] button. ECF opens a window to access the files on your
computer or network. If necessary, change the Files of typeto All Files(*) (The
screen depicted below is an example. Y our window will be different.) Navigate
to the appropriate directory and file name to select the PDF document you wish to
file. Highlight thefileto upload to ECF. (See Figure 11.)

Laok jri [ 3 PDF Files =l & & ek
liest T 42304E shiwitList pof 2] 42304Min pol A
) 42304 ans pof ) 42304Ind pot ) 42304Nte. paf 4
) 42304 app.pck T 42304Info.pdf 1423040 pof 4
) 42304band pdf ) 42304) g pef ) 42304Reply. pof e
T 42304 pof 42304M pdf ) 42304R sp. pof
) 42304 camp. pdf ) 42304Mandate. pdf 42304R S vo pdf

i | |
File: harne: I Open I
Files of type: [ Al Files (%) =l Cancel |

4
Figure 11

In order to verify that you have selected the correct document, right mouse click on the
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highlighted file name to open aquick menu and left mouse click on [Open]. Adobe
Acrobat or Acrobat Reader will launch and open the PDF document that you selected.
Y ou should view it to verify that it is the correct document. (See Figure 12.)

TS TIPS, £ £ BLL UL USCULIS. LY CUILITIADUI LI 0% 1 631 U3% £00°L_31 1_Urt
> = e
'- : Criminal . = Uper at k.0 . Utilities . Logout
Motions Send ta Palm
3:99-cw-00100 Benson v. Mills, et al CASE CLOSED on 02/23/1999 N Metare Copy..
Scan for Viruses. .
23 Add toZip
Date document filed (mandatory?) & Addlo 42$D4M.zip
3/27/2004 Curegerslons 3
SendTo (3
Select the paf document (for example: CMB9cv501-21 pdf).  [EN—_rT" E;f)}'
Filename — - — =
R Lok jr: I ‘2 PDF Files Create Shortout Eﬂ
- Delete r
R 71 42304ans pdf Hae 2 E pof Ha
{Attachments io Documeni: Hao Yes E423D4EDD pk .@42: Rename hdf 4
) 42304bond pof 192 Propetties popdt a4
T 42304br pf = b pdf
Mext ! Clear ! 7] 42304 camp. pdf 42304Mandate.pdt T 42304RS v pof
P 42304E shwitlist pf - 5] 42304Min, pdf ) 423045 uromans pdf
4 | 30|
Fie name:  [42304M.pot Open I
Files o type: [ Files =) = Cancel |
A

Figure 12

Once you have verified the document is correct, close Adobe Acrobat and click on the
[Open] button from the screen depicted in Figure 12. ECF closes the File Upload screen
and inserts the PDF file name and location in the M otions screen depicted in Figure 13.

Criminal . Query . Reports . Utilities . Logout ¢ n

lotions
99-cv-00100 Benson v. Mills, et al CASE CLOSED on 02/23/1999

ate document filed (mandatory)
2742004

slect the pdf document (for example: CH199cw301-21 pdf
ilename

JAPDF Filesh42304M pdf

tiachments to Document: & No © Ves

w Clear |

Figure 13

Click on [Next]. Inthe event you selected and highlighted afile that isnot in PDF format, ECF
will display the following error message: “ERROR: Document isnot a well formed PDF
document.” Click on the [Back] button and ECF will return to the M otions screen. Select and
highlight the PDF file of your pleading and proceed as before.
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If there are no attachments to the motion, click on [Next] and proceed to Section 9,
“Modify the docket text as necessary” to proceed with your filing.

If you have attachments to your motion, you will select [Y es] on the screen depicted
above. Click on[Next] and proceed to the first step in Section 8, “Add attachments, if
any, to the documents being filed.”

Adding Attachmentsto Filings and Exhibits

A Filing User must submit in electronic form all documents referenced as exhibits or
attachments in accordance with the Court’ s ECF Rules and Procedures unless otherwise
ordered by the Court. A Filing User shall submit as exhibits or attachments only those
excerpts of the referenced documents that are directly germane to the matter under
consideration by the Court. ECF Rules and Procedures, 14.6. Excerpted material must
be clearly and prominently identified as such. Filing Users who file excerpts of
documents as exhibits or attachments under this rule do so without prejudice to their right
to timely file additional excerpts or the complete document. Responding parties may
timely file additional excerpts or the complete document that they believe are directly
germane.

Each referenced attachment or exhibit must be |abeled with a proper attachment/exhibit
marking and be filed as a separate attachment. (See discussion at page 6:10-6:12 of this
Manual.)

Filing Users must not attach as an exhibit or attachment any pleading or other paper
already on file with the Court, but shall merely refer to that document.

Filed documents, including attachments and exhibits, cannot be greater than 5.0 MB in
size. Documents greater than 5.0 MB in size must be divided into separate documents
lessthan 5.0 MB in size. ECF Rules and Procedures, at 14.2. If you attempt to filea
document greater than 5.0 MB the system will reject it and you will receive this message:
“Y our documents exceeds 5.0 megabytes - please break it into smaller files.”

NOTE: To check your file size, the document must be closed. Using Windows
Explorer, locate the document on your network, right click on it and select
Properties. That will show you the size. (1IMB=1000KB).
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a) Attachments and Exhibits
These documents must be filed according to the following guidelines.

IFTHE ATTACHMENT OR EXHIBIT IS THENIT SHOULD BE

Any document exceeding 5.0 MB in size Divided into multiplefileslessthan 5.0 MB in
sizeand filed in ECF.

Exhibits which cannot be scanned (e.g., Filed in the Clerk’ s Office and a document filed

videotapes, demonstratives, photographs, color in ECF stating the exhibit was filed with the

documents, etc.) Clerk’s Office.

Tria exhibits. Filed in paper form during the hearing with the
Clerk.

If arelevant portion of adeposition transcript isfiled in support of a motion, the
transcript shall be filed using ECF or on either a 3.5" disk or CD-ROM in PDF, unless
otherwise permitted by the Court.

b) Non-scanned Exhibits

All attachments and exhibits that are referenced in a document and are filed
with the Clerk’s Office (i.e., videotapes, demonstratives, pre-trial hearing
exhibits, large documents, etc.) must have notice of their filing recorded in

ECF. TheFiling User must create a*“Notice of Manual Filing” that contains the
name and a description of the attachment/exhibit. (See Appendix E.) During
the filing of the referencing document, answer “yes’ to the attachment question
and upload the “Notice of Manual Filing.”

If you have multiple non-scanned exhibits you may include them all in a single descriptor
PDF format.
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If you acknowledged the need to attach documents to your motion during the previous step, a
new M otions screen appears as depicted in Figure 13.

3
Criminal . Query . Reports . Utilities . Logout ?

Motions
3:99-c-00100 Benson v. Mills, et al CASE CLOSED on 02/23/1999

Date document filed (mandatory)
3f27znnd

Helect the pdf document (for example: CASPcvi01-21 pdf)
Filename

IO YWPOF Filesyd2304m pdf

|\tachments to Document: ™ No © Yes

M Clearl
Figure 14
NOTE: Whenever it is practical, the Clerk’s Office will scan manual filings and enter

them into ECF. Once a document is scanned, the electronic version becomes
the official record of the court and permits the Clerk of Court to retain, return or
discard the original .

Click on [Browsg] to search for the document file name of the attachment. Next to the field for
Attachment Type, click on the arrow and ECF opens a drop-down screen. Highlight the type of
attachment from the displayed selection.

. To describe the attachment more fully, click in the Description box and type a clear and
concise description of the attachment, as shown below.

. Click on[Add to List]. (SeeFigure 14A.)
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i
Criminal . Query . Reports + Utilities . Logout _
e

Motions
3:99-¢v-00100 Benson v. Mills, et al CASE CLOSED on 02/23/1999

Date document filed (mandatory)
3f27i2004

Select the pdf document (for example: C:M80ew501-21 pdf).
Filename

IO:\PDF Filesy42304M pdf

lattachments to Document: @ Ho © Yes

_ Browse,.

M Clear i

Figure 14A

ECF adds the selected document as an attachment to the motion. A new M otions screen opens
to display the file name of the newly attached document.

. Repeat the sequence for each additional attachment.

. After adding al of the desired PDF documents as attachments, click on [Next]. The
previous screen closes and ECF opens a new window.

NOTE: With some events, ECF may create and display aresponse deadline. The
deadline cannot be changed by Filing Users. If the response deadline is different
from the deadline required by order of the Court, federal procedure rules, local
rules, statute or regulation, the law governs.

0. Modify Docket Text as Necessary
ECF selections determine the filing text that appears on the docket sheet.

. Click on the button in Figure 14 (p. 6:11) to open amodifier drop-down list. Y ou may
select one of the words in the drop-down list or leave the field blank.

. Click on the field by the party’ s name, and type a description of the document that will
appear in the docket report. Refer to Figure 15 on next page.
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=
Criminal . Query . Reports . Utilities . Logout ?

Motions
3.99-cv- 00100 Benson v Mills, et al CASE CLOSED on 02/23/1999

[Date document filed (mandatory)
3/27f2n04

Select the pdf document (for example: C19%ev301-21.pdf).
Filename

IO:\PDF Files\42304M.pdf

|Atiachments to Document: * Mo { Yes

M Clear

Figure 15

10. Submit Document for Filing

After entering docket text, click on the final approval screen, click on the [Next]
button depicted in Figure 15. A new M otions window appears (Figure 16), with the
complete text for the docket entry.

Criminal . Query . Reports . Utilities . Logout

Motions
3:99-cv-00100 Benson v. Mills, et al CASE CLOSED on 02/23/1999

Docket Text: Final Text
First MOTION for Preliminary Injunction (added text) by Rickey Benson. {Attorney, Bob)

Attention!! Pressing the NEXT hution on this screen commits this transaction. You will have no further opportunity to modify this transaction if
you continue.

| Clear |

Figure 16

Review the docket text and correct any errors. If you need to modify data on a previous

screen, click the [Back] button on the browser toolbar to find the screen you wish to
modify.

If the text is correct, click on the [Next] button to file the document.
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11.

Retain Notification of Electronic Filing (NEF)

ECF opens a new window displaying the ECF filing receipt, known as the Notice of
Electronic Filing CM/ECF. (SeeFigure 17.)

‘

Motions
3:99-cv-00100

Civil  « Criminal * Query + Reports + Utilities + Logout i
Hi

Benson v. Mills, et al CASE CLOSED on 02/23/1999

otice of Elects

Case Name:
Case Nunber:
Filer:

Docket Text:

FA00f5091 foh1£5
13:99_cv- 100 No

Bob Attomey

(3:00-cv-100 No

T.5. District Court (Live Datahase)
Easiern Disirict of Tennessee

onic Filing

[The following transaction was received from Attorney, Bob entered on 3/27/2004 at 1:42 PM EST and filed on 3/27/2004

Benzon v DMills, et al
3:99-¢-100
Rickey Benson

'WARNING: CASE CLOSED on D2/23/1999
[Document Numher: 5

First MOTICOHN for Preliminary Injunction fadded fext) by Rickey Benson. (Attorey, Bob
The following docusment(s) are associated with this transaction:

IDocument description:lain Document

(Original filename:n/a

[Electronic document Stamp:

[STAMP deecfStamp ID=1062620320 [Date=3/27/2004] [FileNumber=51252.0]
[23147 cEecf2eadlfdebbiiel c3e007 c26b 1612847 df2 22 faf R a3 b d2 dacd3 b b0al?

a%dfDcT2d5 c42R6030f3060h 2 h 20 6T 2afae] dl441 4hd]]
tice will be electronically mailed to:
bob_attomey@tned uscourts gov,

tice will nothe electronically mailed fo:

Figure 17

The screen depicted in Figure 17 provides confirmation that ECF has registered your
transaction and the document is now an official court record. It also displays the date and
time of your transaction and the number that was assigned to your document.

To ensure the documents transmitted arrived in their entirety, it isimportant to read the
documents after they are received by the Couirt.

The Filing User and al other individuals the Filing User has designated to receive e-mail
notification of electronic filings, using the Utilities Feature (See discussion of this
Feature at pages 9:1-9:4 of this Manual), are permitted one “free look” at the document
by clicking on the associated hyperlinked document number embedded in the NEF. The
hyperlink to access the document will expire after the earlier of these two events: the first
use or 15 days. Any time that same hyperlink is accessed after it has expired, the user
will be asked for a PACER login and will be charged to view the document. Viewing
attachments and subsequent retrieval of the case docket sheet or document from ECF
must be made through your PACER account and is subject to regular PACER fees.
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If prompted to put in alogin or password, this means the system thinks you have had one
freelook. To avoid this, do not forward an e-mail notification to another e-mail address,
and do not open the NEF and close it without using the link to view, download, or print
the document. All additional e-mail addressed in your Maintain User’s Account will be
given one free look.

Filing users and PACER subscribers will have accessto criminal cases whether or not
they are a participant in the cases. However, documents filed prior to November 1, 2004,
will continue to be restricted to court and counsdl in the case.

12. Mail Paper Copies of Pleading to Any Non-registered Party

The NEF also displays the names and addresses of individuals who will not be
electronically notified of thefiling. Itisthefiler’sresponsibility to serve hard copies of
the pleading/document and the NEF to attorneys and pro se litigants who are not yet
registered for electronic notification. The attorney should print the electronically filed
PDF document and serve it on the non-filing users so that the format and pagination are
the same as the electronically filed, officia court document.

CERTIFICATE OF SERVICE

A certificate of service in accordance with the Fed. R. Civ. P. 5(d) is still required when a party
files adocument electronically. The certificate must state the manner in which service was
accomplished on each party and should be included as the final page of the document. Y ou may
use the “Mailing Info for a Case” feature in ECF under “Utilities,” Mailings...” to obtain
information regarding which parties are registered users of ECF and which parties require
service by regular mail. (Seep. 9:5 for discussion and Appendix F for asample certificate of
service.)

FILING OTHER TYPES OF DOCUMENTS

The process for other filingsis very similar to what has been described in thisManua for filing a
motion.

1. Documents Which Require Leave of Court
If the document you wish to file requires leave of court (e.g., amended complaint), the

proposed document shall be attached as an exhibit to the motion. If the motionis
granted, the order will direct you to electronically file your document with the Court.
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Proposed Order

A document submitted in PDF format cannot be modified; therefore, for the convenience
of the Court, a proposed order must be in WordPerfect format. All proposed orders must
be e-mailed as a WordPerfect attachment to the e-mail addresses below:

Judge Curtis L. Collier collier_chambers@tned.uscourts.gov
Judge Thomas W. Phillips phillips_chambers@tned.uscourts.gov
Judge Thomas A. Varlan varlan_chambers@tned.uscourts.gov
Judge J. Ronnie Greer greer_chambers@tned.uscourts.gov
Judge Harry S. Mattice, Jr. mattice_chambers@tned.uscourts.gov
Judge James H. Jarvis jarvis_chambers@tned.uscourts.gov
Judge Leon Jordan jordan_chambers@tned.uscourts.gov
Judge R. Allan Edgar edgar_chambers@tned.uscourts.gov

Magistrate Judge DennisH. Inman  inman_chambers@tned.uscourts.gov
Magistrate Judge William B. Carter carter_chambers@tned.uscourts.gov

Magistrate Judge Clifford C. Shirley shirley_chambers@tned.uscourts.gov

Magistrate H. Bruce Guyton guyton_chambers@tned.uscourts.gov
Magistrate Susan K. Lee lee_chambers@tned.uscourts.gov
Agreed Orders

Agreed orders must be filed in ECF as an attachment to a motion.
Answers

ECF may calculate the date an answer is due based on 20 days or 60 days depending on
the defendant’ s status. If astatute, regulation, rule, or order of the Court requires a
different answer date, the law governs.

Memoranda

Memoranda should be filed separately from the motion. Click on [Motions and Related
Filings, then Filingsin Support of M otions] and choose Memorandum in Support of
Motion.

Objections to Presentence Reports

Pursuant to TN E.D.LR. 83.9, objections to presentence reports are to be provided to the
Probation Officer and copies provided to all parties. The objections are not to befiled in
ECF. A notice that the objections have been filed with the Probation Officer should be
filed in ECF using the “Notice of Filing” event. Courtesy copies of objections may be
provided to the district judge at the same time the objections are provided to the
Probation Officer. Notices of no objections may befiled in ECF.
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6. Correspondence

The Civil feature contains a category for correspondence. Please use this event if you
file correspondence to the Clerk’ s Office with your documents.

LINKING DOCUMENTS (REFER TO EXISTING EVENT)

Some pleadings such as motions, responses and briefs should be “linked” to related documents
in the case. When filing these and certain other types of documents you will be presented with
the following screen. To link the document, check the box in front of the “ Refer to existing
event(s)?’ You aso have the option of entering filed dates or document numbersif you would
like to further narrow your search and click [Next]. (See Figurel8.)

Motions
3:99-cy-00100 Benson vw. Mills, et al CASE CLOSED on 02/23/1999

Select document to e amended/corvecied.

rRefer o existing eveni(s)?

Filed | |
Documents i l
It I Clear I

Figure 18

Y ou will be presented with alist of documents that match your search criteria. Click the
checkbox for the document you wish to link to and click [Next]. (See Figure 19.)

Criminal . Query . Reports . utilities . Logout

Motions
3:99-cv-00100 Benson v. Mills, et al CASE CLOSED on 02/23/1999

Select the appropriate event(s) fo which your event relafes:

: ™ i0204/1999 1 APPLICATION to proceed without prepayment of fees by plaintiff Rickey Benson U/3 (ADA)

(Entered: 02/26/1999)

™ 02/253/1999 2 MEMORANDUM AND ORDER by Honorable Tames H. Jarvis divecting the cletk to file this
action w/o prepayment of fees. Pursuant to the PLRA, pla is ordered to submit the $130 filing
fee and the custodian of the inmate's trust account is directed to submit payments as set
forth. The clerkis directed to send a copy of this Order to the Warden of Broshy Mountain,
Commissioner of THDOC, and the State Atorney General to ensure that the custodian of the
inmate's trust account complies withe PLEA with relation to payments of filing fees. This
docusment is in support of Order #4 dismdssing thiz action (cc: all coungel) (ADAY (Eatered:
021261595

[ 02041999 3 COMPLAINT (Summons shall not issue), Magistrate Judge Phillips designated (ADA)
(Entered: 02/26/1909)

™ 02/23/1999 4 ORDER by Honorable James H. Jarvis stating that this action be dismissed for failure to state
a claim for relief, The coust certifies that any appeal from this action would not be taken in
good faith and would be totally frivolous. dismissing case OB 171 Pg 105 (ce: all counsel
(ADA) (Entered: 02/26/1909)

™ 03/27/2004 5 First MOTION for Preliminary Injunction (added fext) by Rickey Benson. (Attomey, Bob)

Next| Clear |
Figure 19
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E. APPEALS

Notices of Appeal must be filed on paper with an electronic copy on disk or CD ROM
accompanied by thefiling fee.
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CHAPTER VII

QUERY FEATURE

Registered participants should use this feature to query the ECF system for specific case
information. To enter the Query mode, click on [Query] from the blue menu bar of ECF which
opens up the PACER L ogin screen. Y ou must enter your PACER login and password before
ECF permits you to query the ECF database.

NOTE: Y our PACER login and password are different from your ECF login and
password. You must have a PACER account in order to retrieve, view, and print
certain documents. Effective January 1, 2005, you will be charged afee of 8
cents per page to access documents, docket sheets, etc., from ECF. The
maximum amount you will be charged is $2.40 or 30 pages viewed. Y ou will not
receive abill from the PACER Service Center until you have incurred chargesin
excess of $10.

A. SELECTING A CASE TO QUERY

After you enter your PACER login and password, ECF opens a Query data entry screen as
depicted in Figure 20. If you know the number that the Court has assigned to the case, enter it in
the Case Number field and click on the [Run Query] button. ECF opens the query screen
depicted in Figure 20.

Criminal . Query . Reports . Utilities . Logout @

Query

Search Clues
Case Mumber  |3:99-cw-100 (Examples: 99-500, 1:99cya00)

or search by

Filed Date | to]

Last Entry Date | mi

0 (zera) ﬂ

110 {Insurance)
120 (Contract: Marine) |

Mature of Suit

or search by

Last Mame | (Exarnples: Desoto, Des™
First Name | Middle Mame |
Type | vl

Fun Quary | Clearl
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Figure 20

Also, you may query the ECF database by the name of a party or an attorney to the case. Enter
the last name of the party in the appropriate field in Figure 20. If more than one person with that
name isin the database, ECF returns a screen from which to select the correct name. When you
click on the name of the party, ECF will open aquery screen. (If theindividual isaparty to
more than one case, ECF will open a screen listing al of the party’s cases. Click on the [case
number] hyperlink and ECF opens a query screen.)

Y ou may also query a case by the nature of the suit. Y ou must enter arange for either thefile
date or the last entry date in order for the query to run. To search for al cases of acertain type,
use the date 1/1/1970 as the “beginning time.” When you run the query, if there is more than
one case that meets those criteria, you will get a screen listing multiple case numbers.

After querying the database by case number, name, or nature of suit, ECF opensthe Query
window for the specific case you selected. (See Figure 21.)

Criminal . Query . Reports . Utilities . Logout ?

3:99-cv-00100 Benson v, Mills, et al
James H Jarvis, presiding
Date filed: 02/23/19099
Date terminated: 02/23/1999 Date of last filing: 03/27/2004

Query

Alias Status
Aszociated Cases

Attorney

Calendar - Monthly...

Case Summary
Deadlines/Hearings. .

Docket Report ...

Filers

HistorgDocuments. ..

1ad;

ER

Motions Beport..
Related Transactions...

Figure 21

At the top of the window, ECF displays the case number, casetitle, presiding judge, date that the
case was filed, and date of last filing for the case. Y ou may choose specific case information
from alargelist of query options by clicking on the appropriate hyperlinked name on the screen
depicted in Figure 21. The following paragraphs describe severa of the available case-specific
guery options.
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B.

CASE-SPECIFIC QUERY OPTIONS

1 Attorney

Displays the names, addresses, and telephone numbers of the attorneys who represent
each of the parties to the case.

2. Case summary
Provides a summary of current case-specific information.
3. Deadlines/Hearings

Produces a screen that allows you to query the database by various means to obtain
hearing and other schedule deadlines.

4, Docket Report

When you select Docket Report, ECF opens the Docket Sheet screen as depicted in
Figure 22.

Criminal . Query . Reports . Utilities . Logout

Docket Sheet

Case Number
30000100 Benson v. Mills, et al

o]

Documents I to !

I™ Public docket

¥ Include terminated patties

¥ Inctude finks to Notice of Electronic Filing
¥ Includs List of Partiss and Counsel

Sorthy | Oldest date first 'I

Run Report | Clearl

Figure 22

Y ou may select adate range for your docketing report as well as arange of docketing
numbers. If you leave the range fields blank, ECF will default to the entire docketing
report. Place a check mark in the box to include links to Notice of Electronic Filing if
you wish to view them from the docket sheet. After you have selected the parameters for
your report, click on the [Run Report] button. ECF will run your custom docket report.

7:3



NOTE: If you are checking a case for recent filings, use “most recent date list” and this
will list thefilingsin reverse chronological order so you do not have to scrall
through the entire docket sheet to view the most recent filings.

5. History/Documents

This selection queries the database for case event history and documents associated with
the case. After you click on the [History/Documents] hyperlink, ECF opens the screen
depicted in Figure 22. Y ou may select the sort order for the query report and choose to
exhibit all events or only those with documents attached.

oy
Criminal . Query . Reports . Uutilities . Logout o_ ]
L

HistoryiDocuments

| 181 events (history)
& Only events with documents

[ Display docket iexi

Serthy | Oldest date first T
Run Guery C\ear!

Figure 22

ECF aso offers you the option to display the docket text of documentsfiled in ECF. The
“Doc. No.” in the left column are hyperlinks to PDF files of the actual documents. (If the
“Doc No.” is not blue, the document has not been filed electronically.) If you did not
select “Display Docket Text” the report will display a silver button in the center column.
Clicking the silver button will display the full docket text. (See Figure22A.)

Criminal . Query . Reports + Utilities . Logout

3:99-cv-00100 Benson v Mills, et &l
James H Jarvis, presiding
Daie filed: 02/23/1999
Daie terminated: 02/23/1990 Date of last filing: 02/26/1000

History
Doc. o Private | Tvpe |Docket
M. ez Descxiphon Fvent |Subhype |Part ID
| |Flled: 02/041995 |3 Motion for Leave to Procesd in forma paupetis motion |AO0432
Enterad: 02/26/1990 iffs
3 Filed 02/04/1599 |3 Complaint cmp 650453
Entered: 024261999 cHnp
5 |Pled: 02/23/1999 | @ Memorandum & Opinion order |690433
Entarad: D2/26/1999 fHemOnTL
Figure 22A

6. Other Queries

The process for selecting and running other queriesin the Query feature of ECFis
similar to what has been described above.
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CHAPTER VIII

REPORTSFEATURE

The Reports feature of ECF provides the user with report options for civil cases, criminal cases,
and docket sheets. After selecting the Reports feature from the blue menu bar, ECF opens the
Reports screen depicted in Figure 23.

Address [€] hetps:fecf tned.circ. denfeg-binjlaginpl?256159138932397-L_238_0-1 = E)so |@ . |
Links ] éth Circuit 2] DescendingDockst & LUSCA6 DCNP.A.CER, (& USDCETH - Tnternal (& USDCETN - Public (& 1-Net Home (& Google |

Criminal . Query . Reports . Utilities . Logout

Reports

Diocket Sheet  Criminal Reports Civil and Criminal Reports
Crimmal Cases Calendar Events
Civil Reports Docket Actraty
Cral Cases [%
Judgment Index

Figure 23

Y ou may view Court Calendar Events for a case without logging into PACER. If you select any
other option, ECF will ask you to log into PACER.

A. DOCKET SHEET REPORT

Thisisthe same query window that ECF displayed when you selected [Docket Report] from the
Query feature (Figure 22). Enter the case number for your docket sheet in the Case Number
field. Select parameters for the remainder of the data entry fields and click on the [Run Report]
button. ECF will display afull docket sheet for the case you selected. If you do not need a
complete docket sheet, you can narrow the query using the date filed/entered fields. ECF also
offers various sorting options from the Docket Sheet query screen.

B. CIVIL CASES REPORT AND CRIMINAL CASES REPORT

These reports provide you with the flexibility to query the ECF database to locate cases
electronically filed within a specific date range, or by Nature of Suit and Cause Code.
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NOTE: If you are not logged into PACER, ECF will display the PACER login screen.
Loginto PACER and ECF will open the [Civil Cases Report] screen.

The far-left column of the Cases Filed report contains hyperlinked case numbers.
If you click on a particular case number, ECF opens the Docket Sheet report
window from which you can retrieve the docket sheet for the selected case.
Follow the instructions in the previous section for a Docket Sheet report.

DOCKET ACTIVITY REPORT

Thisreport will allow you to query the system for filings using a number of selection criteria
including: party name, case number, division, event and filing date.
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CHAPTER IX

UTILITIESFEATURE

The Utilities feature provides the means for Filing Users to maintain their account in ECF and to

view all of their ECF transactions. Figure 24 depicts the opening screen for the ECF Utilities
feature.

Address [&] hetpssjfect tred.circe, denfegi-binflogin. pz256 1591 38932397-L_236_0-1 B |@1 3

Links /2] oth Gircult (2] DescendingDocket & USCAS DCHP.A.C.ER, ] USDCETN - Internal & USDCETM - Public & J-Met Home  (&] Google
ks h i ket & 2 ) blic & |

>
.- : [ Criminal . Query . Reports . utilities . Logout

[Utilities
Your Account Edit Data

Idaintan Your Account
Wiew Your Transaction Log Miscel
Change Client Code Legal Research ...
Change Your PACER Login IMailings...
Review Billing Histo
Show PACER. Account WVerify a Document

Remove Default PACER. Account

Iy

Figure24
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YOUR ACCOUNT

This section of the Utilities feature alows you to maintain certain aspects of your ECF account
with the Court and to view alog of al your transactions within ECF.

1. Maintain your Account

Click onthe [Maintain Your Account] hyperlink to open the Maintain User Account
information screen. (See Figure 25.)

Criminal . . Reports . Utilities . Logout
Mainiain User Account
LastmszAﬂomey Fi.rstmme!BDb
Middle name l_‘ Gemraﬁnnl_
Genier[Male ¥] ATYTe[Al 3]
Title l_— Type aty
Bar mun]:er'_‘
Prisoner idl—
Office |Cresent Woan
Ui

Address 1[455 Street

Address 2|
Address 3|
citffonile Swe[TN g 7wz
Country County b
Phone I— Fax !—‘
Tnitials BA DOB AO code End date
Civil refsiyle | 7| Criminal refsiyle | k|
Date sworn ,— Status m
Email informatian... | More uger information. |
Submit | - Clear |

Figure 25

9:2



This screen displays all of the registration information that is contained within the ECF
database. Thisincludes BPR# and Bar status. DO NOT CHANGE YOUR MAILING
ADDRESS OR E-MAIL ADDRESS. CONTACT THE CLERK'SOFFICE TO
REQUEST ANY CHANGE OF MAIL ADDRESS.

Clicking on the [E-mail infor mation] button opens a screen as depicted in Figure 26.

&
EECF Civil « Criminal ~ »  Query Reports Utilities ~ » Logout o_

IF-mail information for Boh Attorney
Primtary e-mail address |bub_attorney@tned.uscuurts.gov j

Send the notices specified helow
W 1o myprimary e-madl adfress

¥ o these additional addresses ""i

[¥ Send notices in cases in which 1am invohved

[" Send notices in these addifional cases &

% Send a notice for each filing
" Send a Daily Suronary Report

Fotrat nokices % bim format for Netscape or ISP e-mail sexvice

" toxt format for cc:Mail, Group Wise, other e-mail service

Retum to Account screen | Clear

Figure 26

ECF will e-mail to parties their Notices of Electronic Filing based upon the information entered
in this screen. Perform the following steps to enter additional e-mail addresses for individuals
that you wish ECF to notify.

. From the screen depicted in Figure 26, enter a checkmark by clicking on the box to the
left of the line, which reads “to these additional addr esses.”
. Enter the e-mail addresses of those individuals you wish to notify concerning ECF

activity. Thisdataentry field has a capacity of 250 characters for approximately ten
e-mail addresses.

The Court recommends that you set up a secondary e-mail address that is either (1) A central
repository address that several people have accessto, and/or (2) the e-mail address of someone
who works closely with you in your cases (secretary, legal assistant, paralegal). Thisisa
safeguard to ensure that nothing is missed.
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NOTE: Individuals will get a“free look” at the document by clicking on the associated
hyperlinked number embedded in the Notice of Electronic Filing at their primary
e-mail account. All additional e-mail addressesin your Maintain User’s Account
also will be given one freelook. It isstrongly encouraged that you download
the document (print, save on disk, or save on the hard drive) when you first
click on the NEF to retrieve the document.

If desired, registered attorneys can aso receive Notices of Electronic Filingsin casesin which
they are not counsel of record. Perform the following steps to configure ECF to send e-mail
notification in cases to which you are not counsel of record.

Enter a check mark by clicking on the box to the left of the line, which reads “ Send noticesin
these additional cases.”

Enter the case number(s) of the case(s) regarding which you wish to receive notification. Use
the following format: <division number><colon><year case was filed using two
digits><dash><case type><dash><case number>, e.g., 2:04-cv-123.

. Designate the format of the ECF notices by selecting your choice from the bottom
of the screen.
. If you wish to enter completely new information about your account, use the

[Clear] button to clear the fields on this screen. DO NOT CHANGE YOUR
MAILING ADDRESSOR E-MAIL ADDRESS. CONTACT THE CLERK’S
OFFICE TO REQUEST ANY CHANGE OF MAIL ADDRESS.

After updating your account information, click on the [Return to Account screen] button to
return to your Maintain User Account screen.

To change your password, select the button labeled M ore user information, from the Maintain
User Account screen. Place your cursor in the Password field and delete the asterisks. Typein
your new password. ECF displays the actual characters of your new password as you type.
When you have completed your interface with ECF from this screen, click on the [Return to
Account screen] button to reopen the [Maintain User Account] screen. When you are satisfied
that all of your account information is accurate and up-to-date, click on the [Submit] button at
the bottom of the [Maintain User Account] screen to submit your changesto ECF. ECF will
notify you onscreen that your updates were accepted. |f you changed your password, you
must use the new password during your next ECF session.

2. View Your Transaction Log

From the Utilities screen, click on the [View your Transaction Log] button. ECF opens
a screen with two fields for entering the Date Selection Criteriafor a Transaction Log
Report. Enter the date range for your report and click on the [Submit] button. ECF
displays areport of all your transactions in ECF within the date range you specified for
Date Selection Criteria. (See Figure 27 on next page for a sample transaction log report.)
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Criminal ~ » . Reports . Utilties ~ « Logout q |

Transaction Loy
Report Period: 03/24/2004 - 03/27/2004

i i} | Date | Case Numher \ Text
2141 | BRS04 184110 [3-09-ev-101 IMOTION to Amend/Correct [78] USCA Orde by Glenn Hensley. (Attomey, Bob)
1121499 | 03200 134244 i3-99-cv-lDD Fitst MOTION for Prelindnary Injunction <12 acded text)</T> by Rickey Benson. (Atiomey, ot
otal Humber of Transactioms: Z
Figure 27

Use this feature of ECF to review your transactions and to verify that:
1. All of the transactions you entered are reflected in the Transaction Log

2. No unauthorized individuals have entered transactions into ECF using
your login name and password.

NOTE: If you believe or suspect that someone is using your login and password
without your permission, change your password immediately, then
telephone the ECF Help Desk on page 1:1, as soon as possible, and
confirm with afaxed message.

3. Miscellaneous

ECF provides three Miscellaneous functions within the Utilities feature of the

system.
. Legal Research
. Mailings
. Verify a Document

When you click on the [L egal Resear ch] hyperlink from the [Miscellaneous] screen, ECF opens
anew screen that contains hyperlinks to aLaw Dictionary, aMedical Dictionary, and Westlaw
viathe Internet. Thisis a pre-packaged option that came with the ECF system. The Court does
not endorse any particular service or web site. Select the [Verify a Document] hyperlink to
open aquery screen and enter datain the screen fieldsto locate a particular document attached to
a specific case number. Clicking on the [Mailings] hyperlink provides information on who
receives the NEF and who does not.
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CHAPTER X

LOGOUT

After you have completed al of your transactions for a particular session in ECF, you should
exit from the system.

z " - g
U Civil  » Criminal ~ +  Query Reports  » Utlities  +  Logout o_

Click on the [L ogout] hyperlink from the ECF blue menu bar. ECF will log you out of the
system and return you to the ECF login screen.

10:1



APPENDIX A

Local Ruleb.2

LR 5.2 Filing and Service by Electronic Means

(a) Electronic Filing. Pursuant to Federal Rule of Civil Procedure 5(e) and Federal Rule of Criminal
Procedure 49(d) , the Clerk’ s Office will accept documentsfiled, signed, or verified by electronic
means that are consistent with technical standards, if any, that the Judicial Conference of the United
States establishes. A document filed by electronic means in compliance with this rule constitutes a
written paper for the purposes of applying these rules and the Federal Rules of Civil and Criminal
Procedure.

(b) Use of Case Management/Electronic Case Files system. At any time during the pendency of a
case, the presiding judicial officer may require, absent a showing of good cause, that partiesfile
documents electronically using the Court’ s Case M anagement/Electronic Case Files (CM/ECF) system.
The Court may aso order that al cases of a particular type or description be filed electronically.

(c) Filing by Facsimile. Documents may not be filed by facsimile transmission except with permission
of the court, in which case an origina shall be promptly substituted.

(d) Electronic Service. Pursuant to Federal Rule of Civil Procedure 5(b)(2)(D) and Federal Rule of
Criminal Procedure 49(b), the Notice of Electronic Filing generated by the Court's Electronic Case
Filing System (CM/ECF) shall constitute service of the electronically filed document on persons who
have consented to el ectronic service and waived the right to service by personal service or first class
mail.



APPENDIX B

Local Rule7.3

L R7.3 Redaction of Personal | nformation from Filed Documents.

Parties shall refrain from including, or shall redact where inclusion is necessary, the following personal
identifiers from all unsealed documents filed with the Court, including exhibits thereto, unless otherwise
ordered by the Court.

a. Socia Security numbers. If an individual's social security number must be included in a
document, only the last four digits of that number should be used.

b. Names of minor children. If the involvement of aminor child must be mentioned, only the
initials of the child should be used.

c. Dates of birth. If an individual's date of birth must be included in a document, only the year
should be used.

d. Financia account numbers. If financial account numbers are relevant, only the last four digits
of these numbers should be used.

e. Home Addresses. If home addresses must be included in a document, only the city and state
should be used.

The responsibility for redacting these personal identifiers rests solely with counsel and the parties. The
Clerk will not review filed documents to assure compliance with thisrule.

This rule applies to documents filed electronically and to documents filed on paper.

Unredacted documents containing personal identifiers may be filed under seal, but only when necessary
to the disposition of an issue before the Court. Such documents may be filed by tendering them to the
Clerk with awritten request that they be filed under sea pursuant to this rule. Sealed documents will be
retained by the Court as part of the record. The Court may require the party to file aredacted copy for
the public file.



APPENDIX C

UNITED STATESDISTRICT COURT
EASTERN DISTRICT OF TENNESSEE

ELECTRONIC CASE FILING RULESAND PROCEDURES

Scope

Unless otherwise provided, these policies and procedures apply to all cases
assigned by the Court to the Electronic Filing System.

Definitions

21  "Electronic Filing System" means the Court's automated system for
receipt, retention and retrieval of documents filed in electronic form.*

2.2 “Filing Error” means an error in submission of afiling to the Electronic
Filing System, e.g., afiling with an incorrect case number, with an
incorrect docket entry or with the wrong PDF file attached to a docket
entry.

2.3  "Filing User" means an individual registered with the Court to whom the
Court hasissued alogin and password allowing the individual to access
the Electronic Filing System for all permitted purposes.

24  "Notice of Electronic Filing" means the el ectronic notice generated by the
Electronic Filing System which is e-mailed to participating Filing Users at
the time a document is filed with the system. The Notice of Electronic
Filing sets forth the time the document is filed, the names of the party and
attorney filing the document, the type of document filed, the text of the
docket entry describing the document asiit will appear on the Court's
docket, the name of each recipient of the Notice and an e ectronic link to
the filed document alowing the recipients to retrieve the filed document.

The system is part of the Case Management/Electronic Case Files (* CM/ECF”)
application developed for the federal judiciary by the Administrative Office of

the United States Courts.

25 "PACER" ("Public Accessto Court Electronic Records") is an electronic
public access service established by the Administrative Office of the
United States Courts that allows access to federal court records, including
those filed through the Electronic Filing System. Any person establishing
a PACER account will be able to view, print and download information
filed with the Electronic Filing System over the Internet.

2.6 "PDF" means Portable Document Format. PDF isthe format in which



2.7

electronically filed documents must be transmitted to the Electronic Filing
System.?

"Technical Failure® means amalfunction of the Court's Electronic Filing
System or the telecommunications facilities through which the system is
accessed which prevents a Filing User from filing a document
electronically. Technical Failure does not include a malfunction of a
Filing User's computer and/or telecommunications facilities which
prevents a Filing User from electronically filing a document.

Cases Assigned To The Electronic Filing System

All civil, criminal and miscellaneous cases shall be assigned to the Electronic
Filing System.

Scope of Electronic Filing

4.1

General. Except as expressly provided herein, by local rule, by order of
the Court or in exceptional circumstances, including a Technical Failure, a
Filing User shall electronically file all documents required to befiled in

all civil, crimina and miscellaneous cases.

Documents created in word processing programs can be converted to PDF by either

using the word processing program or a separate software program such as Adobe
Acrobat Writer. Paper documents can be scanned and converted to electronic PDF
documents using the scanner’s software. A Filing User must verify that a document is
an accur ate representation of the scanned document prior tofiling it. Seethe User’s
Manual for further information.



4.2

4.3

4.4

4.5

4.6

Maximum Size of Filings. Filed documents cannot be greater than 5.0

MB in size. Documents greater than 5.0 MB in size must be divided into
separate documents less than 5.0 MB in size.®> See also Section 4.9.

Civil Complaints. Civil complaints must be filed by Filing Users on paper

in the traditional manner and not electronically and must be accompanied
by adisk or CD-ROM containing the document in PDF format.

Removal Documents. Notices of removal must be filed by Filing Users

on paper in the traditional manner and not electronically and must be
accompanied by adisk or CD-ROM containing the document in PDF
format. In addition, an electronic copy of all documentsfiled in the state
court action, as required by 28 U.S.C. § 1441, et seq, must be submitted
on adisk or CD-ROM in PDF format.

Crimina complaints and informations. Complaints and informations must
be filed by the U.S. Attorneys Office on adisk or CD-ROM containing the
documents in PDF format and must be accompanied by a paper copy of
the documents. The electronic copy of the documents shall contain an
image of any legally required signatures. The original of any signed
documents shall be retained by the U.S. Attorney for one year after all
time periods for al appeals expire. On request of the Court, the U.S.
Attorney must provide the original document for review.

Indictments. Indictments must be filed by the U.S. Attorneys Office on adisk or
CD-ROM containing the documents in PDF format and must be accompanied by
a paper copy of the documents. The jury foreperson’s signature shall be redacted
from both the electronic and the paper copy. The original indictment signed by
the foreperson shall be returned by the foreperson to a District Judge or
Magistrate Judge in open court at the conclusion of the grand jury session. The
original indictment shall be retained in the files of the Court.

All copies of indictments that must be partially redacted before being served on a
defendant must be redacted by the U.S. Attorney’ s Office. The redaction shall
include redaction of the foreperson’s signature.

See the User’ s Manuad for further information.



4.7  Exhibits and Attachments. Filing Users shall filein electronic form all
exhibits or attachments referenced in filed documents, unless the Court
permitsfiling in paper form. Filing Users shall submit as exhibits or
attachments only those excerpts of the referenced documents that are
directly germane to the matter under consideration by the Court.
Excerpted material must be clearly and prominently identified as such.
The Court may require partiesto file additional excerpts or complete
documents when it deems it necessary.

4.8  Agreed Orders. A joint motion MUST befiled in order to submit an
agreed order. The agreed order must be filed as an attachment to the
motion. The agreement of all parties must be reflected in accordance with
the fourth subparagraph of Paragraph 6 of this Order.

4.9  Proposed Orders. Orders not agreed to by all parties should NOT beincluded as
an attachment to a motion or other request for relief. Proposed orders should be
e-mailed as an attachment in WordPerfect format to the judges chambers. (See
the User’s Manua for e-mail addresses.) The proposed order should include a
reference to the document number of the motion and a certificate of service on all
parties.

4.10 Administrative Record in Social Security Cases, State Court Record in
Habeas Cases and Other Large Records. The administrative record in
social security cases and the state court record in habeas cases shall be
filed on paper and not el ectronically, unless otherwise ordered by the
Court. Upon approval of the Court or the Clerk, other large records may
be filed on paper and not electronically.

Registration and Passwords

Only aregistered Filing User may electronically file documents with the
Electronic Filing System.

Attorneys practicing before the Court, including those admitted pro hac vice and
those authorized to represent the United States, shall, absent good cause shown,
register as Filing Users of the Electronic Filing System. Registration shall bein
the form prescribed by the Clerk and require each registrant's name, address,
telephone number, Internet e-mail address and a confirmation that the attorney is
admitted to practice before the Court. Registrants shall also have aPACER
account and certify that they have read the Electronic Case Filing Rules and
Procedures and will abide by them.

A party to an action who is not represented by an attorney may, with the Court's
permission, register as a Filing User solely for purposes of that action.
Registration shall be in aform prescribed by the Clerk and require identification
of the action aswell as the party's name, address, telephone number and Internet
e-mail address. If, during the course of the proceeding, the party retains an
attorney who is aregistered Filing User, the attorney shall, upon entering an
appearance, advise the Clerk to terminate the party's Filing User registration.

Registration as a Filing User constitutes consent to electronic service of al



documents as provided herein, by the local rules of the Court and by any
applicable rule of procedure.

Once registration is completed, the Court will send the Filing User an el ectronic
confirmation of the assignment of alogin and password.

No Filing User or other person may knowingly permit aFiling User'slogin and
password to be used by anyone other than an authorized agent of the Filing User.

Filing Users agree to protect the security of their passwords and immediately
notify the Clerk if they learn that their password has been compromised. Filing
Users may be sanctioned for failure to comply with this provision.

In the event that a Filing User believes that the security of an existing password
has been compromised and that a threat to the Electronic Filing System exists, the
Filing User shall immediately give notice by telephone to the ECF Help Desk?, so
the Clerk’ s Office can render the password invalid. Filing Users giving
telephonic notice that a password has been compromised shall also confirm that
notice by facsimile transmission to the ECF Help Desk.

Signatures

Use of thelogin and password issued to a Filing User to effect the electronic
filing of adocument shall serve as the Filing User's signature on that document
for al purposes, including those of Fed.R.Civ.P. 11.

Electronically filed documents shall set forth the Filing User's name, address, telephone
number and Board of Professional Responsibility registration number. In addition, the
Filing User's name shall be typed in the space where the signature would otherwise
appear preceded by the symbol "g/".

A document containing the signature of a defendant in a criminal case may, at the
option of the presiding judge, befiled: (1) in paper form with an origina written
signature; or (2) in electronic form as a scanned image of the document
containing an image of the defendant's signature.

In order to file adocument required to contain the signature of more than one
person, the Filing User shall: (1) file a scanned image of the document containing
all necessary signatures; (2) file the document without the

requisite signatures but with a representation by the Filing User that all
signatories have consented to the filing of the document; or (3) file the document
in any other manner approved by the Court.

Chattanooga: (423) 752-5200 (fax 5205)
Knoxville:  (865) 545-4228 (fax 4247)
Greeneville:  (423) 639-3105 (fax 7134)
Winchester:  (931) 967-7444 (fax 9693)



Documents requiring an original signature other than that of the Filing User (e.g.,
affidavits and declarations) shall be filed by transmitting a scanned image of the
document to the Electronic Filing System in PDF format.

A non-filing signatory or party who disputes the authenticity of an electronically
filed document containing multiple signatures must file an objection to the
document within ten days of the Notice of Electronic Filing.

Retention Requirements

An electronically filed document that requires an original signature other than that
of the Filing User (e.g., affidavits and declarations) shall be maintained in paper
form by counsel representing the party on whose behalf the document was filed
for one year after al time periods for al appeals expire. On request of the Court,
counsel must provide the original document for review.

Effect of Electronic Filing

Electronic transmission of a document to the Electronic Filing System, together
with the transmission of a Notice of Electronic Filing from the Court, constitutes
filing of the document for all purposes under the Federal Rules of Civil and
Criminal Procedure and the local rules of this Court, and constitutes entry of the
document on the docket kept by the Clerk under Fed.R.Civ.P. 58 and 79 and
Fed.R.Crim.P. 49 and 55.

Each electronically filed document, as stored by the Court, becomes a part of the
Court's official record and the filing party is bound by the document as filed.
Except in the case of documentsfirst filed in paper form as required under
paragraph 4 (which is deemed filed as of the date and time stamped on the paper
filing), an electronically filed document is deemed filed as of the date and time
stated in the Notice of Electronic Filing generated by the Electronic Filing
System.

Filing a document electronically does not alter the filing deadline for that
document. In order for adocument to be considered timely filed on a deadline
date the filing must be completed on the deadline date before midnight (local
time) in the division where the case is pending.

Electronic Service of Filed Documents

The Notice of Electronic Filing generated through the Electronic Filing System
shall, upon transmission by the Court, constitute service of the filed document
upon Filing Users participating in a pending action. Parties who are not Filing
Users must be served with a paper copy of any electronically filed document in
accordance with the applicable federal rule of procedure.

A certificate of service must beincluded with all eectronically filed documents
stating that service was made upon Filing Users through the Electronic Filing



10.

11.

12.

System and further stating how service was accomplished on any participating
party or counsel who was not served through the Electronic Filing System.

Initial documents, such as a complaint and summonsin acivil case, must be
served in accordance with the applicable rule of procedure.

Notice of Court Ordersand Judgments

Immediately upon the entry of an order or judgment in a case assigned to the
Electronic Filing System, the Clerk shall electronically transmit to Filing Users
participating in the case a Notice of Electronic Filing. Electronic transmission of
the Notice of Electronic Filing by the Clerk to the participating Filing Users shall
constitute notice as required by Fed.R.Civ.P. 77(d) and Fed.R.Crim.P. 49(c). The
Clerk shall give notice in paper form in accordance with the applicable rule of
procedure to a party who has not consented to electronic service.

Filing and Issuance of Court Documents

All orders, decrees, judgments, notices and other court-issued documents shall be
electronically filed in accordance with these procedures. Upon filing such
documents will be deemed to have been entered on the Court's docket under
Fed.R.Civ.P. 58 and 79 and Fed.R.Crim.P. 49 and 55. Any order or other
court-issued document filed electronically without the handwritten signature of a
judge or clerk has the same force and effect asif the judge or clerk had signed a
paper copy of the document and it had been entered on the docket in paper form.

The Court may enter orders as entries on the Court's docket without filing a
separate order in the Electronic Filing System. Such orders are officia and
binding upon the parties.

The Court may issue warrants or summonses electronically. However, they
may only be served in accordance with Fed.R.Civ.P. 4 and Fed.R.Crim.P.
4(c).

A Filing User submitting a document electronically that requires ajudge's
signature must promptly deliver the document in such form as the presiding
judge requires.

Sealed Documents

Documents ordered to be placed under seal shall befiled in paper form and
not electronically unless specifically authorized by the Court. The paper
document shall be accompanied by adisk or CD-ROM containing the
document in PDF format. A motion to file documents under seal may be
filed electronically. An order of the Court authorizing the filing of
documents under seal may be filed electronically. A paper copy of the order
allowing documentsto be filed under seal shall be attached to the
documents when the documents are submitted to the Clerk for filing.



13.

14.

15.

Technical Failures

A Filing User whose filing is made untimely as the result of a Technical
Failure may seek appropriate relief from the Court.

Filing Errors

The Electronic Filing System will not allow a Filing User to correct afiling after it
has been electronically submitted. Filing Users shall report Filing Errorsto the
Clerk’s Office. If appropriate, the Clerk will make an entry in the Electronic Filing
System indicating the document was filed in error. Filing Users may be required to
re-file the document or file amotion requesting relief.

Public Access

Members of the public may review docket sheets and unsealed documents
contained in the Electronic Filing System at the Clerk's Office or through
the Courst's Internet site, www.tned.uscourts.gov, after opening a PACER
account.

Public access to € ectronic documents filed in criminal cases will not be available

until certain software modifications have been completed. Pending those
modifications, access shall be limited to counsel for the government and the
defendant.

Sour ce:

Standing Order (In re: Electronic Case Filing Rules and Procedures, April 4,
2004); Standing Order (In re: First Revision to Electronic Case Filing Rules and
Procedures, June 22, 2005); Standing Order (Inre: Second Revision to Electronic
Case Filing Rules and Procedures, September 9, 2005); Standing Order (Inre:
Third Revision to Electronic Case Filing Rules and Procedures, March 10, 2006).


http://%20www.tned.uscourts.gov

APPENDIX D

ECF Registration Form

United States District Court
for the Eastern District of Tennessee

ECF REGISTRATION FORM

Thisform is used to register for an account on the Eastern District of Tennessee Electronic Filing System (the system).
Registered attorneys will have privileges to electronically submit documents and to view the electronic docket sheets
and documents. By registering, attorneys consent to receiving electronic notice of filings through the system. The
following information is required for registration. (PLEASE TY PE)

Mr./ Mrs. / Ms. (circle one)

First Name: Middle Name: Last Name:
Highest state court admitted: BBR#:

Are you currently in good standing: Yes G No G

Firm Name:

Address:

City, State, Zip:

Have you relocated to this address within the past year? Yes G No G
Telephone Number: () Fax Number: ()

Internet M ail Address(es):

Attorneys seeking to file documents electronically must be admitted to practice in the United States District Court for
the Eastern District of Tennessee pursuant to Local Rule 83.5. Please complete which applies.

Date admitted to practice in this Court: Month Date Y ear
If U.S. Department of Justice Attorney check here: G
If admitted pro hac vice: Date motion for pro hac vice granted: in case number:

If Attorney of Record in MDL action indicate case number:

By signing this registration form, the undersigned agrees to abide by all Court rules, orders and policies and procedures
governing the use of electronic filing system. The undersigned also consents to receiving notice of filings pursuant to
Fed. R. Civ. P. 5(b)& (e) and 77(d) and Fed. R. Crim. P. 49(b)-(d) via the Court’s electronic filing system. By signing
this form, you certify that you have read the rules and procedures and will abide by them. The combination of user id
and password will serve as the signature of the attorney filing the documents. Attorneys must protect the security of
their passwords and immediately notify the court if they learn that their password has been compromised by an
unauthorized user.

Signature of Registrant Date



Submit completed Registration Form to:

Chattanooga/Winchester Knoxville Greeneville

USDC ECF Registration USDC ECF Registration USDC ECF Registration

900 Georgia Avenue, Room 309 800 M arket Street, Suite 130 220 West Depot Street, Suite 200
Chattanooga, TN 37402 Knoxville, TN 37902 Greeneville, TN 37743

(423) 752-5200 (865) 545-4228 (423) 639-3105

Once your registration is complete, you will receive notification by e-mail asto your user id and password needed to
access the system. Procedures for using the system will be available for downloading when you access the system via
the Internet. If you have any questions concerning the

registration process or use of the filing system, you may

contact the Electronic Filing Help Desk in the Clerk’s
Office. Court Use Only:

Login Assigned:
Password Assigned:
Signature/Date:




APPENDIX E

Notice of Manual Filing

UNITED STATES DISTRICT COURT
EASTERN DISTRICT OF TENNESSEE
at

Plaintiff,

[Case Number]
[Judge]

<
~— ' N —

Defendant.

NOTICE OF MANUAL FILING

Please take notice that [Plaintiff/Defendant, Name of Party] has manually filed the

following document/thing:
[Title of Document/Thing]

This document/thing has not been filed electronically because [insert reason, e.g., it cannot
be converted to an e ectronic document; the Court’s ECF Rules and Procedures provide such
documents are to be filed manually; the Court has ordered that the document/thing be filed

manually; etc.]

Respectfully submitted,

s/ [Name of Attorney]
Name of Attorney
TN BPR #

Address

Phone number




APPENDIX F

Sample Certificate of Service

Certificate of Service

| hereby certify that on [date], a copy of the foregoing [name of
document] was filed electronically. Notice of thisfiling will be sent
by operation of the Court’s electronic filing system to all parties
indicated on the electronic filing receipt. All other partieswill be
served by regular U.S. mail. Parties may access this filing through
the Court’ s electronic filing system.

s/ [Name of Attorney]
Name of Attorney
TN BPR #

Address

Phone number




APPENDIX G

UNITED STATES DISTRICT COURT
EASTERN DISTRICT OF TENNESSEE

IN RE: )
)
ELECTRONIC CASE FILING )

ORDER

Eastern District of Tennessee Local Rule 5.2 provides that “[a]t any time during the
pendency of a case, the presiding judicial officer may require, absent a showing of good cause,
that parties file documents electronically using the Court's Case Management/Electronic Case
Files (CM/ECF) system.”

All attorneys practicing in the Eastern District of Tennessee must register as
Electronic Filing Users and file their pleadings electronically through the CM/ECF
system by JANUARY 10, 2005, or show the presiding judge good cause to file
and serve documents in the traditional manner.

?W%&l/ﬁ—__

R. ALLAN EDGAR
CHIEF UNITED STATES DIS

Ot £ 22,

CURTIS L. COLLIER
UNITED STATES DISTRICT JUDGE

Tomas W1 Do
THOMAS W. PHILLIPS S H. JARVAS
UNITED STATES DISTRICT JUDGE STATES DISTRICT JUDGE

THOMAS A VARLAN LEONJORDAN
UNITED STATES DISTRICT JUDGE SENIOR UNITED STATES DISTRICT JUDGE

J. RONNIE GREER
UNITED STATES DISTRICT JUDGE






